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Sa-31

Recommendation for Incentive Awards

() T Ctict, Publication Division, Office of Basic 25X1A
Intelligence
() I C:ic:, Printing Services Division, Office of  Hpyqp
© Logistics
It is proposed that the attached recommendation for incentive awards
be reviewed and voted upon at the Incentive Awards Committee meeting.
25X1A

Exccutive Secretary
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14 September 1955

MEMORANDUM FOR: Esxecutive Secretary,
incentive Awards Convniftee

THROUGH: Director of Logistics
FROM: Asgigtant Director, OBI
SUBJECT: ' Recommendation for Incentive Awardn to

I 25X1A

for Savings in NI3 Gozetieer Printing Costs

1. NIS Gazetteers were developed for the purpose of esiablishing
uniformity in geographic name usage in the National Intelligoiice Survey.
They are produced with CIA fiscal support by the staff of the U.8. Board
on Geograptic Namaes (BGN), Department of the Inlerior, which is
charged by statute with the responsibility for determining official
standard geographic names. NIS Gazetteers have becn published on
approximately 80 countries, and serve as the gtandard refersnce on
foreign geographic names th.roughout the Government.

2. The reproduction procedures under which the NIS Gazetteers
have been published during the past eight years were established only
after a comprehensive examiration and evaluation of all available
printing and reproduction techniques. The estabil shed procedures
satisfactorily meat the requir zments of accurmcy, ecounomy, and com-
plete flexibility of use, BEGN slandard gecryaphic names, together with
recognized variant spellirge, geographic cocrdina’es vind veference data,
are punched on IBM cavds., These are checlad £ tuwi alphabetized by
the IBM and run off on the IBM printer. Diacriticol wmarks are manually
applied to these name lints which are then photo .offset, printed and
bound into the finished NIS Gazetteers.

25X1A 3. ]I c1ief. Printing Services Division, Office
of Logistics, recently undertook a complete examination of NIS Gazetteer
printing procedures and requirements in coordination with ;b 25X1A
25X1A _ Chief, Publication Division, Office of Basic Intelligence.
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SUBJECT: Recommendation for Incehtive Awards 14 Septembar 1955

*
New devices for rapid reproduction were examined and trips were made

to the home offices of the N - .- ] 25X1A
Company. All aspects of the [BM operations were also re-examined,

and this study resuited in certain modifications to an IBM machine in

Machine Division, OCD, which produced the simplest and most economical
improvement in NIS Gazetteer priﬁting techniques,

4. This new improvement re sults in practically doubling the number
of names per gazetteer page, thus reducing Printing and binding costs by
approximately one-half. The enclosures to this memorandum show
samples of the old and new page formats for the NIS Gazetteors. The
Office of Logistics makes a conservative estimate of the annual savings
to be expected from this new method of printing NIS Gazetteers as Happroxi-
mately $15, 000" with the present rate of production. Even greater savings
would be realized from future increases in printing and binding costs and
in the average size of NIS Gazetteers,

5. The estimated savings of $15, 000 each year in the cost of NIS
Gazetteer printing and binding directly result from the constructive

efforts, well beyond normal duty requirements, of 25X1A
and In view of their outstanding work it is recom- 25X1A
mended they be granted incentive aw.rds in consonance with the policies

established. by the Agency,

25X1A

Inclosures:
1. Old Format
2. New Format
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TO : Executive Becretary, Incentive Awarde Committes DATE: OG0T & 7

FROM : Director of Logistics

SUBJECT:  Recommendation for Incentive Awards to B 25X1A
for Savings in RIS Gezetieer Printing Costs 25X1A
REF  : Memorandum for Executive Becpretary, Tncentive seards Cownittae
from Assistent Dirvecter, OBI, dated i% Septe iber 1555, same
sub ject as above
Lo I% wap with pleapure that ! 1ood refsrenced mﬁézﬂ;c«famﬁsm
apd jearned that one of my staflf, Pmsns 25X1A

been recommended for an inwnﬂve P BAT
pleyed in developing an improved format mr Wis baze 1:+w
which will result in substantisl econcedss.

-

<. However, T find that I capnot concur with the recomendation
in the Instance of [ sirce it is nis assigned 25X1A
responsibllity to accomplisk such work end inctent example is only
ong of a geries of similar projects which he has eceonplished in
the past and 1s expected to sccomplish in the Mture., Tnstead
of racommending him for sn incentive awnrd, it io supgested that
a letter of commendation wighit be move uhprupriﬁ T

25X1A

Attechmewnt b
Referanced Mesorandum

gﬁﬂﬁ\ 4 E"l'f
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31 Oetober 1955

MEMORANDUM FOR: Execublve Secretary
Tneertive Awards Comndttee

STUBJECT ¢ Recomnendation for incentive awards for

1, Based on the review of the attached and discussion with

T feel that a letter of cormendation would be

appropriste in the case of N =5 well as that of
Tnasmuch as the accomplishment was in line of

duty in the case of esach of the individuals they can be

congidered only for a Superlor Accomplishment Award. However,

I de not feel that this particular accompliishment in itself

qualifies them for such an awsrde

" 2. I also questlion whether 1t iz necessary, considering
the speciai circumstances in the case, Lo submlt it for review
of the Honor Awards Bosyde Iu any eventy I would belleve 1%
might be prefeinble to inltlally heve the proposal econsidered
by the Incentive Awards Commltiese

hesistent o the /T (Adnina

Fnole

LR

O g g
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A. Summary of the Suggestion:

The suggester proposed a revision of the "Staff
Duty Officer Check List" that would conserve paper costs,

Be Evaiuation of Concerned Offices:

Suggestion 7965 was withdrawn from tlie June Agenda
to resolve differences of opinion as to the valuve of the
suggestion., The Chisf, Records Managemer! D:vision,
Management Staff believes that the suggester was responsi-
ble for several of ‘the improvements in the new Form No.
109 which repk ces Form No. 36-8. Total cstimated \
tangible savings are $5,.38 annually.

Co Recommendation of Executive Secretary:

An award of $15 based on scale of awards.

CONFIDENTTATL
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A, Summary of the Sug-estiont

It is proposed that the practice of sending Form
37-200, "Ip and Out Casusl Status", to Finance Division
be discontinued,

Bs Fvaluation of Concerned Officeg:

The Deputy Comptroller has made the following eval-
vations "A review of the current utilizavion of Eo#m
37-200 in the Finence Division reveals that the informa-
tion presented thercon is received by the ‘inance Division
in & more cusble and timely form from cther sources. This
fact renders Form 37-200 useless to the Iinance Division,
Payroll and Travel Branch, Currently, the following docu-
ments recording employee movemente are being received and

utilized by the Finance Division, Payroll and Travel
ranch:

a, DPersonnel Transfer and Clearance Sheets from
Overseas Stations at the time employee departs the
station.

te Returnee Payroll Information which is forwarded
to Payroll Section at such time as an employee
"nrocesses in" through Central Processing Branch.

Cce Weekly list from Central Processing Branch of
personnel "processing out" for overseas agsignments

de TForeign Duty Data Sheet prepared by Central Froceg-
sing Branch at the time an employee is departing Head-
quarters for an overseas assigament,

However, a recent change in procedure in the Accounts
Receivable Section of the Fincnce Division, whereby Advance
Accounts will be segregated by the employees permdanent

duty station, will require the use of Form 37-200 in order
to adjust the luzaticn of advane: accounts in aecceordance
with movements of Agency personrni-i. The digtribution of
this form in the Finance Oivision is tnerefore being changed
from the Payroll and Travel Section to “he Accounts Receiv-
able Section.

1t is therefore recommended that the distributien of Ferm
37-20C to the Finance Division net be di-continued; however,

€

it is reeommended that the originator of Employee Sugsestion

SECRET
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Number 1277 be appropriately rewarded since the distribu-
tion of this form to the Finance Division Payroll and
Travel Brench is being discontinued.”

Comments from the Planning and Analysis Staff, Office
of Personnel indicated that insofar as that office was
concerned procedures regarding the distribution of Form
No. 37-2€0 would remain essentially unchanged, and that
there would be not savingse

Cw Recommendation of Fxecutive Secretary:

Nominal award of $10 based on intangible savings.

SECRET
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Suggestion Noi 1486

Summary of the Suggestion:

The suggester proposes thot, to avoid confusion in the
sorting and routing of RI/ARCHIVES and RI/FTILES charge-out
material, Forms 179 and 1792 be printed in contrasting colors.
Tt ig maintained that the color would determine more quickly,
ond without error, the destination of the document. The
suggester continues: '"Much mail has been mistakenly routed
to the wrong office because of the two forms being so similar,
This his coused much cdditional time and energy %o be wasted
in the resorting of the documents in RI/FILES where they cevent-
uelly end up because of the forms.

Evaluation of the Concerned Office:

The Deputy Chief, RI evaluated the suggestion and ~dvieed tle
Committee as follows:

"The subject suggestion has been reviewed in RI and is
worthy of adoption. The Records Integration Division will comply
with the suggestion when reordering the forms involved. An
estimate of the savings in time is difficult to estimate, How-
ever, it is of the opinion of RI that it would aid more efficient
sorting and distribution of documents."

Recommendation of the Executive Secretary:

Approval and award of ¢10.00 based upon ircangible savings.

CONFIDENTIAL
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Summaxy of the Suggestion:

It is suggested that a sme=ll unobstructive sticker (about
4 1/16" x 1 3/4") be printed with "CLOSE AFTER USE® or some words
to that effect, to be placed on each drawer.

If the sticker is not accepitable it is further suggested that
a poster be designed as a reminder to the employees of each office
to close each safe drawver after its use.

It is believed that the presence of open saf~ drawers warrants
apecial attention as a definite safety hazard.

Evaluation of Concerned Office:
The Acting Chisf, Physical Security Divisicn, Security Cffice
made the following evaluation:

"This suggestion deserves nerit since & large number coi’ accident
reports lave been received during the first quarter of 1955 showing
a number of First Aid accidents caused by oven safe drawzis. However,
the Safety Office is equipped to provide two tyges of wernings to
personnel similar to those recommended by this suggestion. These two
warning signs are a colored poster showing the safe drawer opsn at
the bottom endangering two persons walking tow.rds it and a white
card advising personnel to close drawers after use. Although a
similar sign is already in use, this suggestion foes show the need

for better distribution which will be completed is soon os possible.?

Recommendation of the Ixecubive Secretory:

An award of ©10 bused on intangible benefits for sperking
wider distribution of safety posters.

CIn INTERN.L UoBE QLY
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Su. restion Yo, 1532

A. Surmary of the Sugcestion:

The sugpester nroposes that in some of the Ag-ncy buildirgs
such as Alcott Hall, the emergency exit doors of such buildings
would constitute a safety hazard in the event of an emergency,
2.8+, fire, when immediate evacuation of personnel is necessary.

This hazard exists because the foremerticned doors are plain
and unmarked which makes recognition of the opening side impossible
and as a result personnel pushing aepainst the wrong side of the
door come to an abrunt halt. In the event of an emergency, 1t
is conceivable that frightened individuals could he injured and/or
cause injury to others by rushing pell-mell a ainst the wrong
side of the door,

Tt is suggested that the ovening side of all such doors bes
identified by painting upon it a white backgronnd »anel with a
black lettered word, T'SH or “XIT, nainted on the white hackpround.

B. TFvaluation of Concerned Office:

The Chief, Physical Security Division, OfFfice of Sacurity
made the follow;qg evaluation:

"The hasic concept of Twmplcyee Suggestion #1532 has heen
adopted and shall be implemented when the schedule of the Space,
Maintenance, and Facilities Branchi permits.

"Suggestion #1532 concerns the painting of a "FUSH" sign on
the inside of the fire doors opposite the hinges in Agency Build-
ings. The particular word "FUSH" was not accepted; ho-ever,
the idea of painting a sign has been accepted. T is was further
expanded by adding a sign on the outer side of the dcor to prevent
pQOplc from being struck by the openiry door. The final result
is; one sign reading, "uPEN STU‘I””, will be stenciled on the
inside of the door in the position wherc Emplovee Suggestion #1532
suggested tho word "PUSH", and the words "«JATCH CUT TOR OPWNING
DOOR", shall he stenciled on the reverse side of the door.

"This Em-loyee Suggestion cannot be evalus*ed in definite
monetary terms. Howeveor,  is anticipated =liat the measure of
accident prevention to be realized will ke favorably reflected
in the fature.

"I+, is felt that credit for the idea of these signs should
go to the nerson(s) submitting Euplovee Sugeestion #1532."

<

Recommendation of the Txecutive Secretary:

Aporoval. Award %20.00 (510,00 each) based on intangible
benefits.

CTA TMT™RW I US™ ONTY
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4. Summary of the Sugrestont

The sugrester proposes that for security reasons, the
grade and salarvy, title and purpose shonld be onitted from
Travel Order, Form %o, A2y \

B. Evaluation of Concerned Office:

The Deput Comptroller evaluated this suggestion and advised
the Board as follows:

1p11 of this information excent salary 1s helieved necessary
on one or more coples of the formn for the reasons discussed in
HwibDOMﬂgpmagaﬁm.

"Gprade is essential to the Travel Order form in the case

of Foreign travel inasmich as it controls the weight elilowances

to which the traveler is entitled. 1t alsc has a hearing cn the

accommodations to which the traveler 18 entitled if treveling

vy ship, and rav in some instances be a factor in deterwining

the tyne of accommodations to which he will he entitled at an .

overseas nost. Grade is coasidered an essentlal requirement in

the case of foreign travel by the Finance Division, Fiscal
25X1C Division, _Personnel Division, and the Tassenger Movement

Branch.

"Title" is needed rrimarily for administrative reasons.
The Central Processing Branch, for example, prenares two daily
reports for the Office of De nty Director (Plans). One report
lists selected s nformation conceraning Travel Orders authorizing
pe rmanent. change of station to overseas points; the other
report 1 sts selected information concerning Travel Orders
authorizing both PGS and TDY travel hack to headguarters. Beth
reports 1ist the title of the trsveler. The Fxecutive Officer
of DD/P, uses these reports and must inforn: the Chief .of Operations
of any Staff Chiefs, Araa Chiefs, Branch Chiefs, or Deputies
thereto, who may be on either 1list. "Title" is also a require-
ment in aspecial report prepared by the Central Processing DBranch
for the Inspector Generalts Office -ach monti. 1isting all
Personnel returnirng from overseas for PCS.

1 statement of "Purpose" is esseutial for several reasonsS.
Any authorizing official and others approving a Travel Order for
signature by an authorizing official nave a hasic need for this
information. The Office of Security also has a nasic interest
in the purpose of overseas travel; it is possible in a given
case that they rnight clear a particnlar traveler for a trip to
a specific overseas point for one purpose , whereas they wight
not clear him for Qi fferent purposg. e believe also that a
statement of nurpose is desirable frow an audit standpoint
when the travel voucher is submitted for payment; in the

CIA TINTTRNAT. T'SE OMIY
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average case 1t may not be used by the Auditor, bub it should
nevertheless be a part of the basic information available to
him.

1Tt is recommended, therefore, that this suggestion be
adopted only to the extent of changing the form, when it is
next revised, to eliminate the requirement for salary. Al
though there are a large mumber of Travel Crders wsed in this
Agency (nearly 11,000 in fiscal vear 1955), virtnally no monetary
savings are expected O rasnlt from the omission of salary from
the form. Ahout the only s vings wonld bhe tho time saved by
the typist in omitting this information, and “his ight range
from 10 key strokes (e.g., as involved in tyoing ".10,000.00"),
to © kev strokes (e.z., as involved in typing "w%,000"), If
we assume the maximum of 10 key strokes saved on each of
14,000 Travel Orders, and an averace typing speed of L0 words
per wminute, the savings would be approximately 12 man hours per
ver. o mrasurable tire savings can he allocated to the origi-
nal acquisition of salary information for use on the form, inas-
mich as it has ordinarily been obtained at the same time as the

grade.”

Recommendation of the Txecutive Secretary:

Approval in view of pronosed iwplementation of part of
z?ggigtégn with tangible E%ﬁggﬁég.of £20.00. Recommend award

CTA TNTTRMAL 1187 N1Y
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Suggestion No., 1828 _

As Summary of the Suggestion:

The purpose of this suggestion is to eliminate the
processof coding to integrate captioning and coding into
one step.

The CIA photo number on line one as well as the photo
number on line ten are identical and will be machine stamp-
ed by the typist- The rest of the shect will be Ffilled
in by the analyst. Lines six, seven, eight will be used
for additional information that appears on the caption
but not on the coded listings. The dey punch operator
will start on line three and follow the s»me pattern as
the current codc sheet excluding line seven and eight.

The Graphic typists will start on line two excep:
when the Thoto is of the U3SR and th= only deviation s
to pick up the place name from line four vefore picking
up the coordinates. On occasicne there will be diffi-
culty with a long caption and abbreviations but this
weakness 1s minimized by the close proximity of the analyst
and the typists. It iz suggested that when the photos
are sent to the Lab the combination sheets can be saont to

the Machine Room.

The advantages are that at present .coding is a separate
step which amounts to no more than copying  One analyst
can do about 150 pictures a day. Ultimate.y the code sheets
are destroyed and are veiy seldom referred +tu. If is estim-
ated that the savings would amount %o $9000 per year counting
that each analyst devotes eight hours re. week to coding
and there are about twelve analysts. Another savings is
the cost and material for printing the present code sheets.
The step of coding for subject maiter wien captioning and
the expense of changing the design of the capiion report
is regliigsie,

Be Evaluation of Concerned Office:

The Chief, Graphics Hegister I surterd on 1 June
19T5: "Tie ebove suggestion rrepeess oososidation of TEM
coding and phcuographic captioning in onz form. The sug-
gestion is one thal seems to have nccurrod to others but
credit must be given to the writer of #1828 for having
reduced hils idea to the suggesticn procedure and thus focus-
ing our atteuntion to it. A combination form was printed for
the Coordinator of Information (GOT Form 78) in 1942, for
sinilar phctographic use but was not used for I pury
under either COL or 0S3.

Approved For Release 2000/06/01 : CIA-RDP80-00832A000200040001-0
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Sug:estion Nb4 1828 cen't '

Testing and evaluatien has not been completed. As far

2s we have gone the suggestion seems sound and, with

minor changes, worthy of acceptance. Wwe will obtain a
report from the Mackine Division on the use of a con-
solidated form and further study will be necessary to estim-
ate the monetary savings that may result, A supplemcntal
report on this suggestion will follow in a few weeks."

Cn 3 August 19-5, we received the following report:
"Wron completion of one month's trail pe iod, using the
proposed combination Caption and Coding form, by the
Photo Branch, all of the analysts have wholc heartedly
and enthusiastically recommended the adoption of the form.

Approximately 52 days per year or 1 day ner week by
one analyst was spent by the Personalities Photograph
section of the Photograph branch on the coding of photo-
graphs., The nature and simplicity of coding personality
photographs onto the purposed combined Ception and Ceoding
sheet has resulted in a savings of about 75% in labor and
+0m» in material, previously spent coding and captioning
onto two forms, (Coding sheet and Caption sheet). The
elimination of the coding shect as mresently used should
reduce this coding time to approximately 13 days cffect-
ing a savings of about 39 man days or £80Q00 based upon
an average salary of ¢20.00 per day per analist.

Some 25 men days per year were used to code the
photographs of the Ground Fhote section, Photograph Branch.
The use of the proposed combination Caption and Coding
form nas eliminated aproximately T75. of th: time origins1l.
spent on cnding and also resulted in the elimi ation of
one forme. This should reflect a2 savings of about 18l man
days or epproximately {3600,00 based u:on an average salary
of $20.0C per day per analyst.

While the total savings should be arcund $1:500.00
per year, which is not very large, it is felt that the
morale bcost te the personnel would be considerable, in
that the adoption of the proposed vombined form, definitely
eliminates what wag formerly a very bor:ug end menotenous
chore "

Ce Recormenaction o wxueulive “cerst ry:e

in gwera of {ll{d bosral co b - estimeded )(
l‘-{“;@b DCY YOIUT ,\

e
o
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L. Summary of the Sugrestien: -

The sugrestor pocposes the development of a more oftficient
arrangement and utilization of duplicetin facilities for
DD/P Officeg. The proposed changes are:

Give one individual full resronsibility for carc and
maintenance of rooms and equipment used for duplica-
ting copies to provide for continuity in productien,
availability of supplies and better scheduling of
WOTK.,

Set up an additional copying mashine in a separate

room where ite use would not interfer: with the opor-
ation of other equipment wnich must b used in a light-
ed room.

Build shelves or.racks to hold various types cf paver
to provide a better flow cf work and economy in motions.

B FExaluation of Concerned Of'ice: .

Chief, Pinting Services Division has suprlied the fol-
fowing evaluation:

Suggestionsg are a reiteration of a condition whickh
has_been studied for a long period of time, Implementation
has been made at Lhe working level where the particular
manufacturer's technical manual of instructions is utilized.
FE instituted central control as proposed in 1952. Equipment
preventing use of ot.er equipment has been considered, and
only where space is of greater impart than simultaneous
operation have non-comparable cquipment been lecated in
the same area. The use of equipment by many offices creat. s
the problem presented, and since many peorie use the equip-~
ment and the paper, shelves or racks to nold iLhe paper
to provide a better flow of work and economy in mobions '
are precluded beyond general shelving by the variety of
UsSEI'S e

Ce Recommendation of the hxecutive Stcretary:

Disapproval

CIA INTERNAL USE ONLY
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A. Summary cf the Sugpestion:

The develepment of posbtere and instructionsl material
for tne efficient operations of duplication equipment of
the DD/F Offices.

B. Evaluation of the Concerned Offigesg:

The Office of General Services has indicated that
the placing of posters, while being helpful, would not
correct the real problem of efficient utilization.

The Chief, Frinting Servicec Division recommends
non-adoption as each manufacturer of duplicating equipment
provides a tech. manual for proper operaticn. Furthermore,
the variety of reproduction equipment precludes the pro-
duction of posters and instructional material of other
than a general puide. Such a general guide would not be
of sufficient instructional valve to merit the effort in
producing the guide,

!
2

Recommendation of the Executive Secret. ryt

Dissapproval.

CL& INTERNAL USE ONLY
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Suggestion o, 820

- Summary of Sugrestion:

The suggester proposes the use of "test strips" (a sve-
tem commonly used by photographers) for determination of the
proper time setting for the correct exposure of copies on
Thermofax machines. ueyular size Thermofax paper could be cut
into strips, three to a sheet, and placed in the holder above
the machine.

The user would then use onc or two "test strips" to I'ind
the proper time setting rather than two or three full sheets
as at present. This would recuire no audea time on the part
of the user but would result in effecting material savings in
Thermcfax paper. .

wvaluaticn of Concernca (ffices:

In May 1954 the Logistics Uffice auvised the Committee
that this suggestion indicated much merit ana shoula be adopted
for immediate use wherever a thermofax machine has been in-
stalled. Accordingly, arrangements were made to procure an
initial quantity of 2000 test strips and explanstory notes.

The test strips were received and distributed to the :upply
livision,

In June 195, the Supply tivision returned the strips with
the information that thermofax machines were being converted
to use a different tvpe of paper.

In nugust 195), the Logistics Uffice advised the Committee
that nothing further could be done with the suggestion - unless
through LL/F, in which case we would be advised further.

hecommendation of wxecutive Secretary:

In view of the lony delay and apperent inability to imple-
ment this suggestion, it is recommended thal the Committee dis-

approve it for adoption.
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vurmery of the Luppestion:

Hesponsibility of Locator Tuformation ¥ile »« assumed by
becurity Cffice.

..ccording to ..gency repulations the information in this
file must be maintained in an accurate and current bhasis. =t
the present time this regulation is not being achered to by
all agency components.

The telephone office now-has the responsibility of deter-
mining when information pertaining to the locator file be fur-
nished on calls from outside the Agency. The personnel in the
telephone office feel this responsibility is quite a burden
to them. There is always the possibility of & security vio-
lation if information is improperly furnished in response to
outside calls especially after regular working hours.

T+ is felt that a possible solution to these problems
would be obtained if the Security Office assumed the responsi-
bility of the locator Information File. 1In the cases of con-
stant improper reporting of information, this woulc be reported
to Security Office and they have the authority to take such
descipilinary action as thoy see it to enfrrce adhering o
repulations.

In furnishing information to ovutside sources, ovecurity
. ffice has available ildentification data whereby they may ider-
tify persons with a very slight poosihility of a lreak of se-
curity. £l1so the telephone office would Ye relieved of infor-
mation of & highly classified category.

~valuation of the Uoncerned : ffices:

. The Chief, Physical Security wvivision, (t stated on 19
xugu%t 19553

“The Office of Security has been studying tho advan-
tagos and disadvantages concerned with the location and
relocation of the Lecator Information File, Ls of this
date no definite decision has been reached,

"The above mentioned studies beran some mornbhs prior
t0 the submission of emrloyee suggestion 1159, thercfore,
this suggestion is already in effect and no part of sug-
gestion makes added contribution.”

C\, i\l}.“‘illj'lil‘TI b
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2. The Chief, Telephone Section, evaluated this sugpestion
11 Jan. 1955 and made the following comments:

"This suggestion is impractical in that, an employee
information locator file is an integral part of any tele-
phone (+rPX) Irivate Branch wnxchange Service.

"The statement made that the Telephone Section is re-
sponsible to determine what information will be released
to an outside caller is incorrect. This determination is
made by each sdministrative Ufficer through submission of
the persomnel listings which clearly define the action to
be taken by the telephone operators.

"The possibility of an error made in reporting a
status change by an hAdministrative Ufficer or failure to
report changes immediately is acknowledged and do, on
occasion, result in the disclosure of scmi-covert personnel.
kny situation of this sort which is brought to the atten-—
tion of the telephone supervisors and is renorted to the
respective rdministrative Officer for immediate action.”

U, HRecommendation of the uxecutive Secretary:

Lisapproval.

-D-

COWFIL DT LAl
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N Suggestion Vo, 1161
- &8 -

Summary of the Sugsestion:

The sugzgester nroposed that all outside calls bhe Mabeled
as such by having the onerator signal with an unusual ring.

Tyvaluation of Concerned Office:

The Chief, Telerhone Section made the following %comment:

"This suggestioun is impractical in that numerous wiring
vlan systems in use throughout the Agency sre eg ipped with
combined ringing and lamning features which the operator man-
ually, and sqgitchframe connector eguipment mechanically, acti-~
vate but do not control. The ringing remains constant from the
time of ccntact until the line is answered.

- s . .
"Further it hos been deterrmned that the placing of the
responsibility of the disclosure of covert intormation upon the
operator would coustitute a poor security risk.

"The statement made that almost all outside calls of in-
guiry for individuals, find their way to the area desk nersonnel
offices is incorrect. Any inwulry for sami-covert or nen-listed
personnel is acknowledged by the information onerator with the
renlvy '"We have no one listed by that nam=." " hen the caller
is insistant that the nerson is an em~loyee, “he information
operator then cueries; "Shall I transfer you to Personnel
Records? Perhans they can heln vou." The call is then passed
to that office,

"The Chief, HEmrployee Records Branch, has advised this
Office that in the event the decision to withhold or release
the inforration cannot be reached, the respective rersonnel
office area desk is then contacted ‘or resolution.

Tt is the ovinion of this Office that the present method
for the handling of outside information reguests in adequate and
contains maximum securiby provision. Accordinglv, it is the
recommendation or this Office that this suggestion be disapproved
for adoption.”

Recommendabion of the Fxecntive Secretary:

Disapproval.

CTA TOTTREAY 1370 UNI'Y
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Suggestion No, 1397

A. Summary of the Sugpestion:

The sugrester proposes that a hood with an exhaust fan be
" installed over the Sterilizing Bay of the Packing & Crating
Section. The purpose of this is to elirinate gawdust, paint,
i, etc. particles which mingle with the dust and is inhaled
by.a/h of the personnel working in the Section. Tt is my belief
that there will be an abatement in the use of sick leave since
the intake of poisonous particles (mostly ink and paint) has a
harmful effect on the men who take them into *heir lungs.

B, Tvaluation of Concerned Office:

The Srecial Assistant to the Chief, Mecdical Staff evaluated
this suggestion and advised the Committee as follows:

"This employee suggestion has heen reviewved by the Mediecal
Staff, and it is felt that the compl aints listed, of the alr
being contaminated with these particles, causing excessive sick
leave, is probably not as harmful as the employee who subanltted
this sugrestion feels they are."

"However, it is recommended that the easiest solution to
this problem would not be in the installation of a costly
exhaust hood, hut rather, that the people working in this area
be equippred with the usual ‘ndustrial masks which should elimi-
nate this problem," : '

A survey was made of the area where the sugpgested exhaust
system would be installed, This survey was made with a member
of this staff and Real Estate and Construction and it was found
that the area involved is in the middle cf the warehouse and -
wonld require a very etpensive unit to exhaust the dusb.

There are other saws and wood working equipment that create
drst that shonld be exhansted and would have to be tied in with
the suggested exhaust system. The Resl Wstate and Construction
Division by memor=ndvm, Subject: Saidust endé Dust Disposal
System in the Pacxing Sectlon, B ccted 7 April 25X1A
1955 indicates that the cost of installiug a complete dust removal
svstem in the wooe woeking area will cosu »80,000, 4 partial
installation in an area 22' x 2h!', to protect the sanding opera-
tion will cost /5,000, In view of the excessive cost of pro-
tecting this area, it is not deemed advisable to install this
equipment in a non-government owned bnilding.

Other methods for protecting personnel engaged in this
operation are now under study.

CTA INTTRNAI TSE ONLY
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~ Sugrestion Nod 1397 { Cent.)

25X1A _ Office of Logistics states that suggestior

played no part in furthering any proposed plans or study. He
further stated that masks have been provided for years.

C. Recommendation of the Txecutive Secretary:

Disapproval.

“2
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Suggestion Nos 1488

A, Summary of the Suggestion:

It is suggested that full advantage be taken of the GSA-~
Treasury-GAQ "Joint Regulation for Small Purchases Utilizing
Imprest Funds" (GSA-Wash DC 50_9753) dated 10 March 1952 in
effecting direct cash purchase from an imprest fund of 1l items
on vouchers calling for unclassified ~urchase of materiel
totaling approximately 20,00 or less each.

Based on experience of the iateriel Support Branch the
averege time delay for murchase action under the existing system
for the averege small purchase order for rzadily available items
is 15 working days., Comments during the recent Comuunications
Area Chiefs' Conference reveal a justifiable complaint avout
slow service on requisitions calling for wurchase of small quan-
tities of readily available electronic components such as tubes,
fuses, resistors, etc. l.0st of these requirements are not, in
themselves, of a nature, even if personnel were available within
0.C., to justify hand carrying the purchase request as is required
to expedite purchase under the existing system. They are, however,
such that use of an imprest fund at one central point within the
Agency as suggested herein would eliminate the cause for this
criticism.

Unofficial inquiry to personnel in the Office of Logistics
has revealed that:

a. Approximately 20 to 30% (15 to 20 per day) of the pur-
chase orders now serviced cover purchases totaling
¢,20,00 or less each.

b. The estimated cost of handling a purchase order is
€15 to ..20.

This indicates that it is costing approximetely 100% overhead for
purchase of these items. Based on the winimum of the estimates
above, service on purchase orders falling into the .20.00 or less
category is costiug in excess of ¢75,000,00 per year.

It is therefore suggesved that to implement this suggestion:

a. An Imprest Fund be established “mder authority of the
Joint Regulation cited in parag.aph 1l

b. Upon receipt of vouchers cal ing for purchase action the
Purchase Branch segregate those vouchers calling for
expenditure of "20.00 or less each and route them to the
tImprest Fund Purchasing Officer (Imprest Fund Cashier).

c. Upon receipt of purchase requests by that officer that he
telephone local vendors and locate the appropriate source
for procurement and place a telephone order for the item(s).
The name, address, and other pertinent date concerning the
vendor should then be nated on the face of the voucher,

Approved For Release 2606710661044 1CIA-RDP80-00832A000200040001-0
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Suggestion No, 1488 (Conitd)
CONFIDENTIAL '

d. These annotated vouchers and sufficlent funds to covey
expenditures be picked up the followlng morning by the
"Direct Furcliise Clerk? and that he moke the purchase and
deliver the itsms and covoring vouchers to tbs Reoelving
Claerk at the dapot.

Adoption of the nupggestion will result in:

a, Improved service to requestors by culiting purchase actlon
time by approximstely 12 dayo.

b, Based om a comparison of the minimal $50,000,00 estimate,
paragraph / above, and the estimated cost (§12,650,00
annually) of servicing the same vouchers umder the suggested
purchase method, anmusl edmtrdstrs tive savings of $36,000.0C

Anmuali cost -~ present system $50,000,00
dnnual cost ~ suggested M _13.650,00 {(Savimges $11,000,06 ~ Office
SAVINGS %36, 350,00 Facilities $1,1%0.00
Trangpertation $1, H0000)

B. - Evalwation of Concerned 0{fices:

The Deputy Comptrollsr on 21 Febr.v.y 1955 recomrendsd the
Tollowings

25X1A "Agency INNIIGEGEGEE otcd . .ovembuor 1955, entitlen,
MMrsacury Depsctment Tmpoest FPunde,® - owvides for the uss of imprest
funds to the zxten® that such methed a:fords an advantageous and
seoponical operatvion and is consistent with security requirements,

"It is the view of this Office th.% this suggestion has merit
and 1f sdopted should be the basls of an appropriate award to the
smployes, Since the subject matter ra ates specifiecally to the
methods for conducting purchasing opsyations, 1t is reccimended that
the suggestion bs brought to the attwation of the Loglstics Offics
for its considersation and evaluation,®

On 28 March 1955; the Chief, Administrative Staff, OL stated:

fMoat parts of this sugpestlion wre alysady in effect., There
sxiats within the Procurement Division a cratral Imprest Fund which
is used extensively for effecting mmwall purcheses, AL present we do
not have a direet purchase clerk nor a vehlcls assigned for the
purpose of plck ups as recommended, but plans for similar arrangement
25X1A are In process, There 1s an arcvangement, however, whersby a person

fron the |GG 22 vick ups twice each wesk.

fdhile establistment of & direct purchase cleri and the assign-
ment of a vehlcle might improve present service, it is doubtDul that
any considerable monetary savings would result therafrowm,

Approved For Release 2000/06/01 : CIA-RDP80-00832A000200040001-0
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Additional followup was made with Logistics on 21 November

to determine if there had been any unforseen benefits resulting
from the suggestion, There has been no change gsince original

evuluation by Logistics.

Recommendation of the Executive Secretary:

Disapproval

CONFIDENTIAL
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Summary of Suggestion:

"t is suggested that the lighting system in present use
in the Special .acking area at the I eile- ' 25X1A
quate for the type of work performed there, impairs effeciency
and is a safety hazard, This area is used to pack and cratoe
large and bulky items such as heavy machinory and clectronics
equipment, At present this area is lighted Yy six (&) cach
shallow dome type reflector lights of 300 watt, which is in-
sufficient to illuminate the item being packed or trated or
to operate the power tools within an ar~a of saf by or as effec-
tively as could bhe realized with the proper faucilities,

't is estimated that this condition cuuic no corrected by
S

installing nine (9, each L8", 3-light flurrcerenh {fixtures at

an approximate coet f §35.00 per fixture conplate,

wvaluation ¢f Concernsd Lffice

The Ghief, rdministrative Staff, ¢ ’fice of Logistics,
evaluated the supgestion as follows: :

. "4 survey conducted by this office of the subject area
reveals that additicnel lighting is reguired for the type of
activity performed. Light readings averaged 7 foot candles,
whereas a minimum of 20 foot candles should be provided.

"yis Cffice will recommend the installation of additional
lighting in accordance with the requirement. The decision is
hased on the cost of énstalling new wiring for existing equip-
ment in a new location, and the proposed installation of a
traveling hoist to facilitate the crating of heavy equipment.
However, approval is contingent upon the availability of funds,
and the authorization for the expenditure by the Director of
Logistics. :

74 is our opinion that should the Supgester scrve in a
supervisory capacity, and is responsible for the administration
of the cetivity, he 1. r2t entitled to a direct commendation
frem the fwardzs Commic~:-2.  This type of sugiestisn is a re-
sponsibility of the supervisor and the condition could be brought
to the attention of the l'aintenance Office by established pro-
cedures stated in regulation_ : 25X1A

"4 commendation from the office head related to the unit
appesars appropriate,”

kecommendation of vxecutive Secretary:

visapproval with commendetion for initiative exercised in
the line of duty.

Ul LHTwitsal Upw ONLY '
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A. Sumnary of the Suggesgtiont

Suggester proposes Agency adoption of the "Mosda!
Slipless Paper “astener., The Mosda would interlace the
papers without using paper clips - saves weight of staples
if letters are for air mail and eliminates any chance of
rust marks from staples.

A, EVALUATION OF CONCFRNEQ O "TCh:

They recommended that this suggest on te Iisarprovoc.

!he gquestion of the utilization of this plece of eguipment

as been raised a-d evaluated before. [t t at time it was
avaluated for itsuse to the Agency, and several obtained

and tested. It was found to be of limited use. Tor instanc=,
the average number of papers that can be cliiped together

ars three. Bach time the papers are rejoined, anctner hoele
mist be punched in the paper. It can be readily seen then

that the flexibility is small. were this machine to be adopt-
2d, it would supplement, but not replace existing meane for
joining papers such as staples, pape: clips, otc.. Fram this
viewpoint it would give nc economy. An additional tact is

its fereign manufacture. Under the Buy American Act, the
Arency can purchase foreiyn material provided the DCT approvac
the purchase and it is released and approved by the ddminietra-
tor of the CGeneral Services Administration {(Region 3), since
items of this nature come within thelr cognizance, The purchamn
of goods made in Ungland comes within the meaning of the Juv
American Act. These difficultier militaty against ite procuro-
nent and use.

e RECOMMEGDATICT OF b XECULLY  3uCRET hie

Non adept.

Con o TEReAT e el
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Sumnary of the Suggestion:

It is suggested:

1. That all personnel .transporting classified material
(relative size not considered a factor for exclusion) be required
to utilize the shuttle bus system when such movemont would require
the crossing of any of the main tr.ffic bearing thoroughfares,

i.e., Ohio Drive, Constitution Avenue, Lincoln iiemorial Circle, etc,

. This is particularly of note in reference to Chio Drive where all

approaches to rear entrances to buildings reculre the crossing of
unprotected, heavily trafficed and normally dangerous portions of
the thoroughfare., In the event of a pedestri.n accident such
material would be open to unauthorized inspection and voss’bly lost
entirely in the resulting confusion.

2. It is further suggested that all vehicles of this Agency
prominently display a sign describing thes proper procedure to be
followed in the event of an accident resulting in the injury to an
occupant or confusion and possible panic.

Evaluation of Concerned Office:

The Chief, Physical Security Division stated:

"The Office of Security is aware of the hazards involved in
crossing the main thoroughfares in the West Potomac Park area,

"The hand carrying of classified material between Agency
buildings and between Agency and non-fgency buildings is permissible
as prescribed in the Security

"It is the opinion of this office that Agency personnel should
not be compelled to utilize the shuttle bus system when transporting
classified material, Employees should be allowed to determine their
mode of travel based on convenience, expedience, etc."

Becommendation of the Executive Secretary:

Disapproval

CIA INTERNAL USE OKLY
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SUGGESTION NO. 1931

A, Summary of the Suggestion:

This suggestion relates to both the nighttime phys.-

cal security of certain CIA buildings and to the safety
of employees. As an example, Barton Hall has had certzin
lights on the front vorch out for some time now. This
darkened area, cruscd by the lack of'replacement of light
tulbg, is both a security hazard and a hazard to employees
walking in the area at night, since the steps are difficult
to see in the dark. It is suggested that all burned out

- 1light bulbs which are in fixtrues intended to light the
exberiors of buildings be replaced immediately to prevent
this dual hazard. '

B. EBEvaluation of Concerned Office:

tReference 1s made to Employee Sugiestion No. 1931, relative
to the safety hazard involved in darkcaed areas on the
front porches o” the barrack-type buildings, due to the
non-renlacement of burned out light bulbs.

Remedial action was taken by this Office in requesting
the PBS Building Surerintendent to rsplace immediately
all burned out bulbs and alsc, to have the porch lights
checked at the time the weekly checks are made of the
outside building lights.

This type of building maintenance is normally reported
by the buillding gusrd or hy employees through their Admin-
istrative Officers in accordanse wi th procedure indicated

25X1A in I - tive to Building

Maintenance, Alterstions, and Repairs.

However, the suggester may be connended for his cbservation
of accident hazards relative to the safety of Apency employees.!

C. Hecommendation of the Fxeoutive Secrectary:

Disapproval. Recommend a commendatory ledtor.

CIA INTERNAL USE OJLY
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-’ Su pestion No..193L (S

A, Summary of Suggestich:

The suggester proposed to have the ClA Map Library prepave.
yearly summaries showing the area and subject interests of
countries requesting U.S. maps and related publications in
exchange for their maps, Such summarice could be of considerable
substantive intellignece value. 1In special cases (e.g., Yugoslavia)
it might be desirable to extend the record back several years
to show the trend.

B. T®valuation of the Uffice Concerned:

The Acting Chief, D/GL/RR made this cval uation:

"A brief survey of materials rrquested by two Yugoslav
maoping agencies and by selected agencies in france, Switzerland
and Austria was prepared by the individual who hasresponsibility
for filling these requests.

"Tt does not appear to the und rsipned that there is any
clear nattern of intelligence or counter-intelligence wvalue
to be gained by the preparation of the yearly summaries surgestad.
However, should individuals in the agency wish they mav examine
the requests in the files in the Procurement Branch of the ifap
Tibrary.”

C. Recommendation of the Executive Secretary:

Disapproval.

CTIA THTTRTAL 1157 OMIY
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Ciga 1 Toadl b U5 Coily
Cuggestion i'o. 1954

&. Summary of the bugpestious

It is supgested that the files of each Branch in the var-
ious divisions of Oilf be arranged in as near an "outline break-
down" as is practicable. The "outline breakdown" would be a
modified or combined version of the typical outlines required
for research work, as developed by each branch.

The purpose of this suggestion is to simplify and reduce
the filing - primarily for the benefit and efficiency of the
analyst, :

B. wmvaluation of Cencerned Office:

Any suggestion that might contribute to a more logical or
more uniform or more efficient avrangement of files is snost
welcome to this Office. We are =t the moment giving very de-
tailed and careful consideration to a possible reorgan’zation
developed from suggestion 1590 on the use cf lcbee cards.

Subject sugrestion, however, is too general and toe lacking
in detail for extensive consideration. If by "outline break-
down" the suggester refsrs to the arrangement in FPart IV,
"Suggested Components or Commodity and Industry Heports' in
the OTR document, "Comments on the Organization and Preparation
of mconomic Intelligence Heports," L June 1950, the tentative
opinion of this Cffice s bhat these outline headings are too
broad to furnish a saticfactory basis for file arrangement.

&
N
C. Hecormendation of the wrecutive becretary: )HP, v
j &
Disapproval X{

. \.

Cih INTLHNAL USw OnIY
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Suggestion ho. 1966

cummary of the Suggestion:

In procuring letter-size envelopes, stock only types that
have a dark side that will prevent the message from being read
by holding the envelope up to the light - .s long as plain
envelopes are stocked they will be used in situations where it
would be better security practice to use an cpague omvelope.

. avaluation of Concerned (ffices

The. ngency Security Regulations prescribe the methcd:s ior
transmission of classified documents within CI4 and outside of
CIa. Plain envelopes are to be used for unclassified materi::
only and should not be construed to represent the opaque che..
envelope. :

The additional cost involved in stocking only the opaque
type letter size envelopes could not be justified. This type
of envelope could be a security hazard if used in lieu of the
prescribed double wrapping as required.

Recommendation of the fxecutive Secretsry:

Iisapproval

Cluo LoToownl Ubo ONLY
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A. Summary of the Suggesticn:

At overseas rtations all male personnel pull duty
of "icer., Whereas the evening may be uneventful, on the
other hand, it is frequently hectic. As a result, the
duty officer's =fficiency is certainly reduced or limited
depending on how much sleep he has lost. TFurthermore,

25X1C

compensatory time cannot be arranged and the exigency of
priority reguisitions and transportation preclude compensa-
tory time.)

A solution might be hiring disabled war veterans for
speclic assignment as duty officer. DBesides rewarding
these less Tortunate former servi.emen, such assignment

’ would probably be more economical (than paying overtime
to G8 7, 9, 11, 12's, remove the bone of contention Letween
25X1.C and certainly would permit optimum
utiligation of "fresh" personnsl. The manpewer celling
prcblem might be solved by utilizing "contract status™ for
these duty of ficers.

B, Evaluation of Concerned Offices:

The followins avelnation wos weceiyod ©ram DDP/PPC .

2 "Fhe duty officer ass...m it s a stafl aubly and, there-
fore, under existing policy iz a type of duty that is
normally performed by staff-type civilian personnel NN 25X1C

25X1C I - :bicc: to ~ciling. The current agency
personnel ceiling is not sufficient to permit the hiring
of rtaff-type employees solely for duty officer assignments,
and under current agency personnel ceiling policy there
ig little or no possibility that ceiling would be increased
for that purpose. The hiring of contract perscnnel for
staff-tvpe duties would be contrars to Agency policy and
would amount to circumventing the cstablished Agency
personnel ceiling.

Although the activity during the evening and night
may often be uneventful, action documeurng frequently arrive
during a "duty officer" tour that require immediate actiofi.
An employee whose assignment was solely that of duty officer
would not be sufficiently familiar with the preblem to take
gppropriate action on his own.

25X1C The procurement _ for currently author-
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ized staff-type perscnnel is already difficult. The hiring
of additional personnel for such a spccial purpose as duty
officer would strain an already tight situation. '

There are also cbj ctions from a security standpoint.
Additional personnel, who would contribute little to the
operational effort, would have access to large quantities
of operstional informaion.

T+ there were no other objections, cost alone would
be a substantial factor, and especially so when congidered
in terms of the limited contribution that would be: made
by personnel with the sole assigmment of duty officers

C. Recommendation of the Executive Secretary:

Disapproval
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